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INTRODUCTION/OVERVIEW 
This document is a User’s Guide for the Online Scheduling software tool that provides you, 

the Veteran, with the steps necessary to operate the online scheduling tool located on the 

http://www.VetSuccess.gov webpage. This tool should help reduce the time spent on the 

phone with Vocational Rehabilitation Counselors (VRCs) to establish counseling 

appointment times. With this tool you can view available appointment times for a VRC and 

make an appointment request. This User’s Guide will also show you the steps necessary to 

cancel or reschedule counseling appointment sessions. Caveat, the Counselor/Veteran 

names and emails are fictitious accounts and used in this training material for reference 

only. 

 

  

http://www.vetsuccess.gov/
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HOW TO LOG IN 
This section contains a series of screen captures showing you the 2 steps necessary to 

log in and access the Symplicity Online Scheduling tool. 
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Homepage and Logging In 

 

STEP 1: Enter http://www.vetsuccess.gov in your 

browser 

STEP 2: Left mouse click on 

the Veteran radio button, 

and type your username and 

password 

http://www.vetsuccess.gov/
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SCHEDULING A COUNSELING 

APPOINTMENT 
This section contains a series of screen captures showing you the 12 steps necessary 

to request a counseling appointment. 
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Scheduling a Counseling Appointment 

 

STEP 3: Left mouse click the 

“calendar” tab 
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Scheduling a Counseling Appointment 

 

STEP 4: Left mouse click the ‘Counseling Appointment’ 

tab to schedule an appointment with your counselor 
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Scheduling a Counseling Appointment 

 

 

STEP 5: Left mouse click the ‘New 

Appointment’ button 
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Scheduling a Counseling Appointment 

 

STEP 6: Select a Counseling Type from the drop down 

menu to view available counselors 
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Scheduling a Counseling Appointment 

 

STEP 7: Left click the radio box next to a 

counselor name 
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Scheduling a Counseling Appointment 

 

 

STEP 8: Select an Appointment Length from the drop 

down box to view available appointment lengths 
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Scheduling a Counseling Appointment 

 

STEP 9 (optional): Use the drop down boxes to enter 

an Earliest and Latest Appointment time to view 

available appointment times within a specific 

timeframe 
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Scheduling a Counseling Appointment 

 

STEP 10: Left click on a highlighted number to select 

the desired day for the appointment 
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Scheduling a Counseling Appointment 

 

STEP 11: Left click on the desired time for the 

appointment  
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Scheduling a Counseling Appointment 

 

STEP 12:  Review the appointment request for 

accuracy, and enter any additional notes in the 

text box    

STEP 13:  Left click the “Submit Request” button     
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Scheduling a Counseling Appointment 

 

STEP 14a:  After submitting the appointment 

request, the “Status” column on the Counseling 

Appointment page will read “Pending” 
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Scheduling a Counseling Appointment 

 
  

STEP 14b: The status will change to 

“Approved” or “Cancelled” based on the 

Counselor’s decision 
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CANCELLING A COUNSELING 

APPOINTMENT 
This section contains a series of screen captures showing you the 3 steps necessary to 

cancel a counseling appointment. 
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Cancelling a Counseling Appointment

 

STEP 15: To cancel an existing appointment, 

left click on the “Cancel” button 
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Cancelling a Counseling Appointment 

 

Step 16: Left click “OK” in the dialog box 
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Cancelling a Counseling Appointment 

 

Step 17: Left click “OK” in the second dialog 

box 
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Cancelling a Counseling Appointment 

The cancelled appointment will be removed 

from the appointment list 
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RESCHEDULING A COUNSELING 

APPOINTMENT 
This section contains a series of screen captures showing you the 9 steps necessary to 

reschedule a counseling appointment. 
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Rescheduling a Counseling Appointment 

 

Step 18: To reschedule an existing 

appointment, left click on the “Reschedule” 

button 
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Rescheduling a Counseling Appointment 

 

Follow steps 6 – 13 to reschedule an 

appointment 


